
 
 

 

Examinations Manager 

SALARY: Oakwood Scheme 8 Points 29-33 currently £32,140 to £35,035 FTE (£31,891 to 
£34,764 pro rata) 

The position is full time, 37 hours per week, 44 weeks per year (this could be flexible around 
times when no exams are taking place). A minimum of two weeks must be worked in August 
for results and post-results. 

 

Oakwood Park Grammar School 

Strive and Serve 

Oakwood Park Grammar School is seeking to appoint an outstanding Examinations Manager to 
lead and manage all aspects of the school’s examinations function. 

We are a highly successful selective boys’ grammar school, committed to achieving the very 
best outcomes for our pupils. Our students are ambitious, our staff are dedicated and our 
examination results are consistently strong. We are looking for an organised, meticulous and 
highly professional individual who can ensure that our examinations processes are managed 
with the same high standards that characterise the wider school. 

This is a pivotal role within the school. The successful candidate will take responsibility for the 
efficient, accurate and compliant administration of public examinations, working closely with 
the Senior Leadership Team, Heads of Department, teachers, pupils, parents and examination 
boards. 

The role 

As Examinations Manager, you will oversee the complete examination cycle, from entries and 
access arrangements through to the organisation and conduct of examinations, results days, 
post-results services and appeals. 

You will: 

• Lead the day-to-day administration and management of all public examinations. 

• Ensure the school meets all examination board regulations, deadlines and compliance 
requirements. 

• Manage examination entries, amendments, withdrawals and late entries. 

• Produce and manage examination timetables and individual candidate timetables. 

• Coordinate examination rooms, seating plans, invigilators and examination resources. 

• Organise and oversee the smooth running of internal and external examinations. 

• Work closely with the SEND and Inclusion team regarding access arrangements. 



 
 

 

• Liaise effectively with awarding organisations, examination officers and other external 
agencies. 

• Coordinate results days, including the secure receipt, processing and distribution of 
results. 

• Manage post-results services, including reviews of marking, access to scripts and 
appeals. 

• Maintain accurate examination records and ensure confidentiality and data security. 

• Provide clear guidance to pupils, parents and staff regarding examination procedures 
and regulations. 

• Line Manager an Examinations & Administrative Assistant  

• Recruit, train and manage the school’s team of examination invigilators. 

• Contribute to the continual improvement and development of the school’s 
examinations systems and procedures. 

Why join Oakwood Park Grammar School? 

Oakwood Park Grammar School is an ambitious and forward-thinking school with a strong 
academic reputation and a clear commitment to excellence. 

You will join a professional team that places pupils first and is committed to providing 
exceptional opportunities and outcomes for every student. 

Our examination function is central to the success of the school, and this role offers an exciting 
opportunity for an experienced examinations professional to make a significant contribution to 
our continued success. 

We can offer: 

• The opportunity to work in a high-achieving selective grammar school. 

• A professional and supportive working environment. 

• A highly motivated student body who are ambitious and committed to their studies. 

• The opportunity to work closely with an experienced and ambitious Senior Leadership 
Team. 

• Excellent opportunities for professional development. 

• A school committed to continual improvement and high standards. 

• A culture built around our values of Strive and Serve. 

OPGS Privacy Notice (Job Candidates) 

Please click Privacy Notice (Job Candidates)  to view the OPGS Privacy Notice for job 
candidates. 

  

https://www.opgs.org/_site/data/files/files/policies/statutory/B48628BC04BEF9014DED531C3EAD25F0.pdf


 
 

 

How to apply 

If you are an experienced examinations professional who is passionate about delivering 
excellent administration and wants to work in a school where high standards, accuracy and 
ambition genuinely matter, we would be delighted to hear from you. 

We are looking for someone who will take ownership of the examinations function, provide 
expert advice to colleagues and ensure that every aspect of the examination process is 
delivered professionally, efficiently and accurately. 

Please complete the Support Staff Application Form, available on our website Oakwood Park 
Grammar School - Vacancies (scroll to bottom of page) by 12:00 noon on 2 October 2026. 

Come and join Oakwood Park Grammar School and play a key role in supporting our pupils to 
achieve exceptional outcomes. 

Strive and Serve. 

 

https://www.opgs.org/page/?title=Vacancies&pid=28
https://www.opgs.org/page/?title=Vacancies&pid=28

